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I. POLICY 

  

 The Department of Corrections will adopt guidelines established in Title 2, Chapter 18, Part 5, 

MCA Travel, Meals, and Lodging. 
 

II. APPLICABILITY 
  

All divisions, facilities, and programs Department-owned and contracted, as specified in contract.  
  
III. DEFINITIONS 
 

 None 
 

IV. DEPARTMENT DIRECTIVES 
  

A. General Requirements  
 

1. State funded refreshments will not be provided during meetings or for special occasions 

unless one of the following conditions apply:  

a. formal meetings of advisory councils or boards, whose purpose is to advise and  

recommend policy to the Department.  Refreshment costs may not exceed the current 

pier diem set by 2-18-501 through 2-18-512, MCA; and  

b. working meetings that continue during a meal period with out-of-town employees or 

non-employees participating.  A meal may be ordered with costs not to exceed the 

current per diem set by 2-18-501 through 2-18-512, MCA.  Payment requests must 

include date, time, meeting location, and the list of attendees.  
 

2. Staff may charge meeting costs to the employee’s State of Montana procurement card or 

complete a Travel Expense Voucher.  The pro-card log or expense voucher must include 

receipts and be signed manually by the employee and supervisor, the employee will retain 

a copy of each expense voucher and receipts for his or her own records.   
 

V. CLOSING 
  

 Questions concerning this policy should be directed to the Business Management Services 

Division. 
 

VI.  REFERENCES   
 

A. 2-15-112, MCA; Title 2, Chapter 18, Part 5 MCA Travel, Meals, and Lodging   
 

VII. ATTACHMENT 
 

 Travel Expense Voucher PDF 

http://leg.mt.gov/bills/mca_toc/2_18_5.htm
http://leg.mt.gov/bills/mca_toc/2_18_5.htm
http://leg.mt.gov/bills/mca_toc/2_18_5.htm
http://leg.mt.gov/bills/mca_toc/2_18_5.htm
http://sfsd.mt.gov/SAB/EmployeeTravel
http://sfsd.mt.gov/SAB/EmployeeTravel
http://sfsd.mt.gov/SAB/EmployeeTravel

